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[bookmark: _Toc334792153]1.0		PURPOSE AND SCOPE
The purpose of this Procedure is to prevent the release of hazardous energy (e.g., electrical, mechanical, hydraulic, pneumatic, or other) while servicing and/or maintaining equipment. WW Gay’s LOTO Program has been developed to provide personnel safety, maintain integrity of service, and protect equipment. This is accomplished through the use of appropriate management controls, safe work practices, and employee training.

The process of locking and tagging out will be utilized to ensure that equipment is not inadvertently energized during the work process. 

This procedure establishes the minimum requirements for the lockout and tagout of energy isolating devices whenever maintenance or servicing is done on machines or equipment. It shall be used to ensure that the machine or equipment is stopped, isolated from all potentially hazardous energy sources before employees perform any servicing and/or maintenance where the unexpected energization or startup of the machine or equipment or release of stored energy could cause personal injury.

When the energy-isolating device is capable of being locked out a “lockout device” and a “tagout device” will be securely fastened to the energy-isolating device in accordance with this procedure.

When the energy isolating devices are not lockable, a tagout device may be used, provided more rigorous periodic inspection of the tagout devices occurs. The periodic inspection frequency will be decided by the Control Authority and should be determined by evaluating the physical environment in which the tag out devices are applied. Additional safety measures such as removal of an isolating circuit element, blocking of a controlling switch, opening of an extra disconnecting device or the removal of a valve handle to reduce the likelihood of inadvertent energization is also required.

The thorough understanding of all sections and proper use of the terminology and titles contained within are necessary to operate within these procedures.

This procedure is to be utilized by WW Gay personnel and sub-contractors.  These procedures are to be performed before personnel begin service or maintenance activities on a machine, system, or equipment.

Due to the different types of facilities WW Gay works in, this procedure may be adapted to meet the specific needs of a job with the approval of the Project Superintendent after consultation with the Safety Department.

[bookmark: _Toc334792154]2.0		DEFINITIONS
Adjacent Machinery/Equipment – A machine or pieces of equipment near another machine on which work is being done. If such a machine or piece of equipment presents a hazard to workers because of its close proximity to the machine or piece of equipment being serviced. It will be locked and tagged out and its stored energy sources neutralized before work is undertaken. Examples include:
· Transfer Equipment
· Conveyors
· Loaders/Unloaders
Added Safeguards – Where work must be done without regular or complete grounding, added safeguards either mechanical or electrical are to be provided to guard against unintended energy isolating device operation.
Affected Employee(s) an employee whose job requires him/her to operate or use a machine or piece of equipment on which servicing or maintenance is performed under Lockout/Tagout and/or whose job requires him/her to work in an area where this type of servicing or maintenance is being performed.
Approved Test Equipment- Test equipment operating at voltages above 2.5 kV, which has been approved for use in routine job-related testing.
Authorized Employee – A person who affixes lockout and tagout devices on machines or equipment and performs the servicing or maintenance on that machine. An authorized person and an affected employee may be the same person. This occurs when the affected employee’s duties also include performing maintenance or service on a machine that must be isolated using the LOTO Procedure.
Authorized Employee List – The list of Authorized Personnel who are trained in the use of this LOTO Procedure.
 Capable of Being Locked Out – An energy isolating device will be considered to be “capable of being locked out” in any of the following situations:
· If it is designed with a hasp or other attachment to which a lock can be affixed
· If it has a locking, mechanism built into it
Energy isolating devices will also be considered to be “capable of being locked out” if lockout can be achieved without having to dismantle, rebuild or replace the energy-isolating device. The energy-isolating device can be locked into position using commercially available lockout devices and industry recognized isolation methods.
Control Authority – Any and all qualified Cedar Bay employees assigned by management to the responsibility of issuing and releasing Lockout/Tagout Permits.  
Disconnect – A device that isolates the source of electrical energy to a machine or piece of equipment. An acceptable disconnect must have a lockout and tagout device affixed so that no one except the Authorized Person operating the disconnect can re-energize the equipment.
Dissipate (Stored Energy) – To remove stored energy.
Energized – Connected to an energy source or containing residual or stored energy. Any source of the following types of energy: Electrical, Chemical, Mechanical, Thermal, Hydraulic, Pneumatic, or other energy
Energy Isolation Lockbox Log – A chronological listing maintained by the Control   Authority, which indexes the Isolation/Request Forms.
Energy Isolating Device – A mechanical device that physically prevents the transmission or release of energy including, but not limited to, the following:
· A manually operated electrical circuit breaker
· An electrical disconnect switch
· Manually operated electrical switches by which the conductors of circuit can be disconnected from all ungrounded supply conductors and, in addition, no pole can be operated independently
· A slide gate
· A slip blind
· A line valve
· A block
· Any similar device used to block or isolate energy
The following devices are not considered energy isolating devices:
· A push button
· A selector switch
· Other “control” type devices
Equipment – Electrical or mechanical equipment which is involved in the   generation, transmission and distribution of electrical energy and which comes under the control of the operations department.
Equipment Owner – Customer representative responsible for the isolation of the equipment WW Gay employees will be working on.


Equipotential Grounding- Equipotential grounding limits employee exposure to differences in electric potential by equalizing voltage differences at the work site, current flow across the worker’s body can be kept at safe levels.
Field Control – The Person In Charge of the Work (only an Authorized Person) may assume the duties and responsibilities of the Control Authority with respect to the de-energizing, tagging, testing, grounding and restoring sections of the electrical system that are radially fed distribution lines or equipment to service.
Multiple Lockout Device – A device that allows multiple lockout and tagout devices to be affixed for identifying several Authorized Persons (or groups of Authorized Persons) performing work on a piece of equipment or machine at the same time.
Higher Authority – Designated by Project Superintendent is the only person(s) authorized to give consent to remove another person(s) locks and tags. The only person who can authorize specified or designated work requiring the appointment of a Safety Supervisor responsible for maintaining the Authorized Person list up to date.
Hot Tap – A procedure used in repair, maintenance and service activities that involves welding a piece of equipment (pipelines, vessels or tanks) under pressure, in order to install connections or appurtenances. A hot tap is commonly used to replace or add sections of pipeline without the interruption of service for the following types of distribution systems: Air, Gas, Water, Steam, Petrochemical
Lock Box – The lockbox will store the key(s) to the red equipment lockout device(s) of an active Lockout/Tagout.  The lock box serves as a central isolation point for the Control Authority and Authorized Person(s) to place their individual locks.
Lockout Device – A device that utilizes a positive means; a lock to hold an energy-isolating device in the safe position and prevent the energization of a machine or equipment. Included are blank flanges and bolted slip blinds.
LOTO Permit Form – The source request document required for all Lockout/Tagout.  It provides for uniform record keeping ensuring the safety of personnel and equipment.
Permission to Test – The temporary transfer of custodial responsibility of some or all energy isolating devices under the control of the LOTO procedure from the Authorized Person to the Control Authority/designee for the purpose of functional testing.
Safety Supervisor – Employee who oversees work performed on or in close proximity to energized equipment.  The Safety Supervisor must be on the approved Authorized Employee’s list.
Tagout Device DNO (Do Not Operate) – A prominent warning device; a tag and its means of attachment, which can be securely fastened to an energy-isolating device in accordance with the Cedar Bay Hazardous Energy Control procedure.
Test Release – The temporary removal of lockout and tagout devices from energy isolating devices when a machine or equipment must be energized to test or position. 
Partial Release – The removal of lockout and tagout devices from equipment energy isolating devices on a machine or equipment when work is completed on a sub component of a larger system. 

[bookmark: _Toc84006690][bookmark: _Toc84008560][bookmark: _Toc334792155]3.0		LOTO PROCESSES
[bookmark: _Toc334792156]3.1		LOTO General Instructions

The follow Table describes the procedure for the implementation of a Lockout/Tagout at WW Gay.

	STEP
	DESCRIPTION
	PARTICIPANTS

	1. Request work, obtain approval
	The Authorized Person requesting work on a piece of equipment will initiate the process by notifying the Equipment Owner and the Control Authority of the work. The Equipment Owner will approve or disapprove the work request. The Control Authority or their designee will complete the LOTO Permit Form. The Control Authority will also verify that the request comes from an employee listed on the job Site LOTO Authorized Employee List. 
	Control Authority /designee,
Authorized Employee
Equipment Owner

	2. Review energy control procedure and determine energy isolating devices
	After work on the equipment has been approved, the Control Authority/designee with the assistance of the equipment owner verifies the equipment specific energy control procedure (LOTO Permit) as the correct procedure for the equipment to be isolated.  The equipment owner is responsible for determining the energy isolating devices for the safe isolation of the equipment to be serviced.  The Control Authority also determines whether a Safety Supervisor is required at this time.
	Control Authority /designee
Equipment owner

	3. Complete the permit form and tagout devices
	The appropriate sections of the LOTO Permit Form are completed along with the corresponding tagout devices.
	Control Authority /designee

	4. Notify affected employees of the energy control activity
	The Equipment Owner Control Authority/designee of the energy control activities will notify all affected employees before lockout and tagout devices are affixed. 
	Control Authority /designee Safety Supervisor (when applicable)
Affected Employees
Equipment Owner

	5. Communication and confirmation
	The Control Authority (CA) communicates the specific procedural steps to the Authorized Employee responsible for the LOTO tags and locks.  The Authorized Employee communicates the specific procedural steps back to the CA for verbal confirmation.
	Control Authority
Authorized Employee

	STEP
	DESCRIPTION
	PARTICIPANTS

	6. Execute energy control procedure and completing the specific energy control steps
	The authorized Employee proceeds with the lockout and tagout devices to execute the equipment specific procedural steps exactly as requested by the Control Authority (CA).  If the equipment is running, the Equipment Owner will authorize the shut down of the equipment using the energy control procedure.  The Equipment Owner will direct the release of all stored energy through venting, draining, grounding, etc.  Any hesitation or doubt requires the Authorized Employee to report back to the Equipment Owner for further instructions.  The Authorized Employee places each lockout and tagout device, signs their name on all energy isolating device tags while completing the equipment specific LOTO energy control steps. 
	Control Authority
Authorized Employee
Equipment Owner

	7. Control Authority verification of isolation and de-energization
	The Equipment Owner and the Control Authority shall verify that the equipment is fully isolated and de-energized.  After a re-start attempt, the stop buttons or switches shall be reset to remove start instructions from the logic.
	Equipment Owner
Control Authority


	8. Key control, second verification, and file permit form
	After steps 1-7 have been completed, the Authorized Employee returns to the Control Authority (CA) and verbally reports by equipment (name or number) and corresponding permit number, the following information:
· The energy isolating devices which are locked and tagged and their position

The Authorized Employee will place the keys to the energy isolating equipment lockout devices in a lockbox.  The Control Authority/designee will place a lock on the lockbox.  The Control Authority will maintain the key to the lock. 
	Control Authority
Authorized Employee

	9. Independent verification of isolation and de-energization
	The Equipment Owner shall designate an Authorized Employee to accompany the first employee or sub-contractor to sign on the clearance. Both individuals shall walk down the isolation boundary and visually inspect each energy isolating device to verify their correct positioning and Lockout/tagout. Both individuals shall also verify the isolated equipment/system to ensure there is no stored or residual energy.  

This shall be performed prior to the first authorized employee or sub-contractor signing on to the permit and placing his or her lock on the lock box.  

The Authorized Employee shall print his/her initials on the LOTO Permit Form verifying the de-energization walk down is completed and return the completed LOTO Permit Form to the Control Authority for filing.
	Equipment Owner
Authorized Person
Designated Authorized Employee

	10. Communication and review
	The Control Authority with their signature, gives final approval to begin work by completing the LOTO authorization-Control Authority signature section.  The permit is now approved.  Additional Authorized Employees may also sign on and affix personal locks to the lock box then proceed to work.
	Control Authority
Authorized Employee

	STEP
	DESCRIPTION
	PARTICIPANTS

	11. Additional authorized employees Job Briefing 

	If a second or more Authorized Employee requests to work on equipment under control of the Hazardous Energy Control procedure, they must first contact the Control Authority in order to sign on to the LOTO Permit form.  Before an Authorized Employee prints their name on the Authorized Employee Log Sheet, they must review the energy controls that have been placed on the equipment and will be afforded the opportunity to walk down the work area and verify energy isolation prior to starting work.  Each additional Authorized Employee places a green personal lock on the group lock box and prints their name on the Authorized Employee Log Sheet.  Each personal lock must be identified by a means such as ID tag, stamped lock number, etc.
	Control Authority
Authorized Employee(s)



3.2 [bookmark: _Toc334792157]Removal of Energy Isolation Lockout and Tagout devices from Apparatus
The follow Table describes the procedure for the removal of a WW Gay Lockout/Tagout.
	STEP
	DESCRIPTION
	PARTICIPANTS

	1. Verify all work is completed
	The Control Authority verifies that all Authorized Employees have completed their work, signed off of the LOTO permit and have removed their personal locks from the lock box.
	Control Authority
Authorized Employee(s)

	2. Restore equipment to service
	When the verification is complete, the Control Authority requests an Authorized Employee to check the equipment for cleanliness is safe for operation and verifies all tools are removed as the initial phase to restore the equipment to service.
	Control Authority
Authorized Employee(s),
Safety Supervisor when applicable

	3. Notify affected employees of lockout and tagout device removal
	All affected employees will be notified that the restoration of equipment is about to begin before the lockout and tagout devices are removed and before a machine or equipment is started. 
	Equipment Owner
Control Authority
Authorized Employee(s) Safety Supervisor(s)
Affected Employees

	4. Communicate and confirm equipment specific procedural restoration steps 
	The Control Authority (CA) communicates the LOTO specific restoration procedural steps to the Authorized Employee.  The Authorized Employee communicates the LOTO specific restoration procedural steps back to the CA for verbal confirmation.  The Control Authority then removes the lock from the lock box and releases the energy isolating device keys to the Authorized Employee who is responsible for restoring the equipment to service.
	Control Authority
Authorized Employee

	5. Execute specific procedural restoration steps
	The Authorized Employee proceeds with the energy isolation device keys to execute the equipment specific procedural restoration steps exactly as requested by the Equipment Owner and the Control Authority (CA).  Any hesitation or doubt requires the Authorized Employee to report back to the CA for further instructions. 
	Equipment Owner
Control Authority
Authorized Employee

	6. Complete equipment restoration 
	The Authorized Person removes the appropriate lockout and tagout devices and repositions the energy isolating devices restoring equipment back in service.  After completing the LOTO Procedural restoration steps the Authorized Employee reports back to the Control Authority (CA) to return the locks and tags and prints their name in the Authorized Person Released section of Permit Form.
	Control Authority
Authorized Employee

	7. Verify lockout and tagout devices
	The Control Authority (CA) verifies that all of the required released lockout and tagout devices and keys have been returned and signs their name in the Control Authority Permit Closed section of the LOTO Permit Form indicating work is complete and equipment is restored to ready state. 
	Control Authority

	8. Record and file permit form
	The Control Authority (CA) Notifies the Equipment Owner that the equipment is back in their control and files the Permit form and its attachments as a permanent record of the LOTO Permit Form.
	Control Authority




[bookmark: _Toc334792158]4.0		PROCEDURE GUIDELINES
[bookmark: _Toc334792159][bookmark: _Toc29614151][bookmark: _Toc37846158][bookmark: _Toc37846948]4.1		Notice Required for Scheduling Work
The site Control Authority must be notified of planned work in advance so that all necessary arrangements can be made.  To the extent possible, all planned work involving LOTO will be applied for at least 24 hours in advance.

[bookmark: _Toc334792160]4.2		Application of Locks and Locking Devices 
[bookmark: _Toc334792161]4.2.1	Affixing OF Locks or Locking Devices
When an energy-isolating device (e.g., valve, breaker, switch, etc.) is capable of accepting a lock or other locking device (e.g., HASP, etc.), one will be used to secure the device.  When and energy isolating device cannot accept such a lock, a tagout device will be used.

Locking devices shall be affixed in such a way as to prevent the operation of the energy isolating device. This shall include the prevention of valves from opening in any capacity.

Following the application of the lockout or Tagout devices all potentially hazardous stored or residual energy shall be relived, disconnected, restrained, or otherwise rendered safe. If there is a possibility of re-accumulation of stored energy levels, verification of isolation shall be continued until the servicing or maintenance is completed, or until the possibility of accumulation no longer exists.

[bookmark: _Toc334792162]4.2.2	Tagout Device Identification
All personal identification tagout devices and DNO tagout devices must contain the full name of the employee placing the tagout device.
All WW Gay employees must be protected from the release of stored energy by a personal lock.

[bookmark: _Toc334792163]4.2.3	Separation of Equipment
Equipment which is to be worked on or grounded must be separated from all equipment which is not locked and tagged for the same Authorized Person by at least one set of properly locked and tagged disconnecting switches, with visible air gap, or its approved equivalent. 

[bookmark: _Toc334792164]4.2.4	CONTROL AUTHORITY VerifICATION OF Isolation and De-energization
After the lockout device and tagout devices have been initially affixed, The Control Authority with the Equipment Owner shall verify isolation and de-energization, the equipment shall be tested dead to ensure isolation. 

[bookmark: _Toc334792165]4.2.5	independent VerifICATION OF Isolation and De-energization
The first Authorized Person (Employee or Sub-Contractor) to sign on the clearance shall verify de-energization of each energy isolation device identified on the Clearance sheet. Such individual shall “walk down” the isolation boundary accompanied by, and with the assistance of, a designated Equipment Owner employee.
· The accompanying employee shall be an Authorized Employee designated by the Equipment Owner
· If a sub-contractor is the first person to sign on a clearance the sub-contractor Coordinator shall walk the system with the Authorized Person and verify the items listed below.

Verification shall include;
· Ensuring the isolation boundary is adequate
· Ensuring all energy isolating devices are in the correct position
· Ensuring all Lockout devices are properly affixed and tagged
· Ensuring devices incapable of accepting a Lockout device have been properly affixed with tags

Any person at any time can request to walk down the system with an Equipment Owner authorized employee.  

[bookmark: _Toc334792166]4.2.6	Instructions to Affected Employees
After the foregoing precautions have been observed, the Equipment Owner and the Control Authority will name and specify to all Authorized Employees and Affected Employees, in a manner which will eliminate the possibility of misunderstanding, the apparatus which has been de-energized, locked and tagged, tested and grounded, and when applicable the provisions made for a Safety Supervisor.  If any Affected Employee does not receive a briefing, the affected employee must inquire of the Control Authority for such information.

[bookmark: _Toc334792167]4.2.7	Testing and Grounding
Only after the Authorized Employee has received permission from the Control Authority and verified the equipment to be worked on is isolated, locked and tagged, can the Authorized Employee proceed to test and ground if applicable.

[bookmark: _Toc334792168]4.2.8	Group LOTO procedure 
The Control Authority may, under special circumstances, approve other persons not on the Authorized Employee’s list to apply a personal lock to a lock box for equipment that is under the control of the WW Gay Hazardous Energy Control program.  The Supervisor/Foreman will affix a personal lock and personal identification means on the original hazardous energy control lockbox device and sign on to the clearance form. The Supervisor/Foreman must maintain a method by which each of their employees working on the equipment are accounted for.  The Control Authority/designee is responsible for ensuring that all work is conducted at all times in accordance with this procedure, and must provide for proper safety supervision when applicable.

If work is required on an energy-isolating device that is locked and tagged, with the Equipment Owner and the Control Authority’s consent, the LOTO must be amended to include the next boundary (i.e., energy isolating device/ isolation point).  The Control Authority must ensure that the locks and tags are removed from the device to be worked on prior to the start of the work.  The locks and tags from the energy-isolating device being worked on must be returned to the Control Authority to be reissued when the work is completed.  All affected and Authorized Employees must be made aware of the changes in the status of the LOTO permit prior to initiating the permit and equipment modifications.

[bookmark: _Toc334792169][bookmark: _Toc29614152][bookmark: _Toc37846159][bookmark: _Toc37846949]4.3	  	Removal of Lockout and Tagout Devices from Apparatus
[bookmark: _Toc334792170]4.3.1	Removal of Lockout and Tagout Devices and Restoring Apparatus to Service
Lockout and Tagout devices will not be removed until all Authorized Persons have reported the equipment clear and ready for service to the Control Authority by signing the released by section of the clearance form. Only the Control Authority or Project Superintendent will order removal of lockout and tagout devices.

Before equipment energy isolating devices are removed and before energy is restored to a machine or equipment, all affected employees will be notified that the lockout and tagout device(s) is about to be removed.

The energy-isolating device will not be repositioned until the lockout and tagout device has been removed.  After receiving an order from the Control Authority, the lockout and tagout devices will be removed by an Authorized Employee and the equipment will be restored to service in sequence, as directed by the Equipment Owner and the Control Authority.

The Control Authority will not remove the CA lock from the lockbox until all Authorized Employees have cleared off the equipment.
· The Control Authority is not allowed to remove the Control Authority lock from the lock box until all work is completed and all Authorized Employees have signed off the Authorized Employee Log Sheet.
· 

[bookmark: _Toc334792171]4.3.2	Authorized Employee is not Available to Remove Their Lockout and Tagout Device  
If an Authorized Employee is not available to remove their personal lockout and tagout device, the General Foreman of the employee in coordination with the Control Authority, can have the lock removed providing the following steps are executed:
· The employee’s foreman (Sub-contractor coordinator if Sub-contractor) is notified.
· It is verified that the person who applied the lockout and tagout device is not on site.
· All reasonable effort is made to contact the Authorized Employee.
· The employee’s foreman (sub-contract coordinator if sub-contractor) in coordination with the Equipment Owner and the Control Authority verifies that the equipment is fit to return to service and all Affected Employees are notified and cleared of the area.
· The Authorized Employee designated by the employee’s foreman (sub-contract coordinator if sub-contractor) and Control Authority removes the personal lockout and tagout device.
· The Authorized Employee who originally affixed the lockout and tagout device is made aware of the fact that their lockout and tagout device was removed when they report back to work.  The Control Authority will complete the Lock Removal Notification Form whenever a lockout and tagout device is removed under this procedure.  The signed Lock Removal Notification Form will be submitted to the safety department for review in order to identify root cause and corrective actions for Hazardous Control program improvements.  A copy of the Lock Removal Notification Form will be attached to the cancelled LOTO permit for record keeping purposes. 

[bookmark: _Toc334792172]5.0		Single Point Energy isolation LOTO Procedure
Single point energy isolation may be used where one Authorized Employee performs work on a piece of equipment which can be isolated with one lockout and tagout device attached to one isolation point (i.e., disconnect, breaker, etc.).  This procedure may be utilized under the following conditions;
· The single point energy-isolating device must provide absolute isolation of equipment and prohibit re-energization from any other point.  
· Control switches and emergency shut-offs are not considered adequate energy isolation devices when electrical disconnects and breakers are available.
· This work must not create hazards for other employees.

Under the Single Point Energy Isolation Procedure, the following requirements shall be adhered to;
· The Equipment Owner and the Control Authority must still approve the LOTO Permit Form and be aware of the status of the equipment.  
· The Energy Isolation Procedure described in Paragraph 3.1, above must be adhered to with the exception of references to a Lockbox and Control Lock.
· Since the Authorized Employee directly performing the work locks and tags out the isolation point, the need for lock boxes is eliminated.
· The Initial Clearance Holder shall place his or her Lock directly on the single lockout device.
· The Control Authority need not secure a Control Lock to the lockout device. 
· The key to the lockout device shall remain in control of the Authorized Person performing the work while the equipment remains isolated.
· Removal of Energy Isolation Lockout and Tagout Devices shall be in accordance with Paragraph 3.2 above.

[bookmark: _Toc334792173]6.0		ADDITIONAL AUTHORIZED EMPLOYEES
[bookmark: _Toc334792174]6.1		Possession of Keys
Each Authorized Employee will keep in their possession the key to the personal lock they placed on the group lock box. 
· The Control Authority on shift will maintain control of the key to the Control Authority lock.

[bookmark: _Toc334792175]6.2 	Authorized Employee Reporting On and Prior to Starting Work
The following requirements shall be adhered to when additional authorized employees sign ON to an existing Lockout/Tagout.

The Authorized Employee shall;
· Request permission from the Control Authority to work under the LOTO Permit.
· Review the hazardous energy control permit.
· Place a personal lock with personal identification (i.e. ID tag, stamped lock number, etc.) on the group lock box.
· At their discretion, walk down the work area and verify equipment isolation prior to starting work.
· Sign onto the Authorized Employee section of the LOTO Permit Form.

[bookmark: _Toc334792176]6.3		Authorized Employee Reporting Off a Piece of Isolated Equipment
The following requirements shall be adhered to when additional authorized employees sign OFF an existing Lockout/Tagout.

The Authorized Employee shall;
· Inform the Control Authority that they have completed their work and would like to sign off the isolated equipment. 
· Brief the Control Authority of work they performed and the status of the equipment they worked on.
· Remove their personal lock from the group lock box. 
· Sign off under the Authorized Employees Signed Off section of the LOTO permit.

NOTE:  The Control Authority is not allowed to remove the Control Authority lock from the lock box until all work is completed and all Authorized Employees have signed off the LOTO permit. 

[bookmark: _Toc334792177]7.0		Temporary Removal of Lockout/Tagout Devices for Testing
When lockout/tagout devices must be temporarily removed from the energy isolating device and the machine or equipment energized to test or position the machine, equipment, or component thereof, the following sequence of actions shall be followed:
1) Clear the machine or equipment of tools and materials and ensure the machine or equipment components are operationally intact. Machine guards or other safety devices that were removed need to be installed. Where it is impractical to reinstall machine guards, hazard barrier tape and hazard warning signs must be added.
2) Inform The Equipment Owner and signed-on authorized employees and remove Affected Employees from the machine or equipment and ensure that they are in a safe area.
3) Each Authorized Employee shall sign the Release for test section of the clearance form and relock their lock after the key is removed from the box and the field locks are unlocked and the key is put back in the LOTO box. They will then be allowed to resume work if the test is not going to effect there work area. Effected employees must remove their Lock from the group lock box and initial the Signed Off section of the LOTO clearance.
4) The Control Authority will remove their lock from the lock box.
5) Energize and proceed with testing and positioning.
6) De-energize all systems and reapply energy control measures in accordance with the appropriate Lockout/Tagout rules when testing is complete.  All Authorized Employees must sign back on the permit by initialing the test reinstate section of the clearance.

[bookmark: _Toc37846950][bookmark: _Toc334792178]8.0   	PRE-JOB BRIEFINGS
Pre-Job Briefings for LOTO must include the following minimum topics of review:
· Authorized Person List.
· Presence of Grounded or Ungrounded Equipment.
· Presence of Grounded or Ungrounded Cables.
· Presence of Energized Equipment.
· If Safety Supervision is required.

[bookmark: _Toc334792179]9.0		PROTECTIVE DEVICES 
[bookmark: _Toc334792180]9.1		Tagout Devices
A standardized Do Not Operate tag will be used for the tagout device. These lockout and tagout devices will not be used for any other purpose other than with the LOTO Program. 

The Do Not Operate tagout device warns against the opening, closing, or any change of position or mechanical and electrical setup, or removal of the energy-isolating device and/or ground identified with such a tagout device. 

Tagout devices will be standardized in size, color, print, and format. Exceptions to the tag size requirement will require approval of the Safety Department. The tagout device will identify as a minimum:
· “Danger”, “Do Not Operate”
· The permit number/isolation number.
· Company name
· The full name of the Authorized Employee who placed the tagout device.
· The date the tagout device was placed.
· A placeholder for equipment identification (i.e., “B” Boiler feed pump   motor disconnect). 
· A placeholder for the required energy isolating device position.
The tagout device will be durable enough to withstand wet, damp or corrosive environments so that information remains legible. Tagout device attachments will exceed a 50-pound pull strength test.  The preferred means of tagout attachment should be by placing the hasp on the lockout device through the hole in the tagout device.  Electrical tie wraps, or nylon ties are sufficient secondary means of attachment as long as they meet or exceed the 50-pound pull strength requirement. 

The tagout device will be placed whenever possible through the shank of the lockout device. When a lockout device cannot be affixed, the tagout device will be placed in appropriate tagout device holders or on the operating handles of the energy-isolating device. One such tagout device must be placed on or near every energy-isolating device that, if operated, will make the work area unsafe.  Where a tagout device cannot be affixed directly to the energy-isolating device, the tagout device will be located as close and safely as possible to the device, in a position that will be immediately obvious to anyone attempting to operate the device.
All used tags shall be disposed of by destroying, cutting or defacing to prevent reuse.

[bookmark: _Toc334792181]9.2		Lockout Devices
All lockout devices will be durable enough to withstand the environment and to prevent removal except with excessive force, such as with the use of bolt cutters.  

The Lockout device will use color-coding to standardize specific uses. Lockout devices will be standardized in structure and appearance to allow for ready distinction. Manufactured stamped numbers on keys and locks (primarily to match the locks with the keys) are to be available on all lockout devices at all work locations. Master keys for lockout devices must be maintained under the control of the Higher Authority only. 

Note-guidance only: When purchasing lockout devices, consideration should be given to the shank size for both individually assigned personal locks for lockbox use and the lockout devices used to isolate energy isolating devices. The shank size for lockbox locks can be ¾” whereas the equipment lockout device shank should be 2” or longer to meet the needs of varying equipment isolation point configurations.

[bookmark: _Toc334792182]9.2.1	CONTROL AUTHORITY Locks 
Control Authority Locks shall have the following characteristics
· Yellow Banded or solid yellow locks.
· Individually Keyed.
· ¾” Shank 

Control Authority locks will be maintained by the Control Authority as a shared use application. Keys to the Control Authority lock affixed to the lockbox will be maintained by the on shift Control Authority. 

[bookmark: _Toc334792183]9.2.2	Equipment Locks
Equipment Locks shall have the following characteristics
· Red Banded or solid red locks.
· Can be keyed in sets or individually keyed.  However, the greatest level of personal safety is achieved when all locks are keyed individually.
· 2” Shank

[bookmark: _Toc334792184]9.2.3	Personal Locks
Personal Locks shall have the following characteristics
· Green Banded or solid green locks.
· Individually Keyed.
· 3/4” Shank

Personal locks will be identified with a personal identification means as to which employee placed the lock on the lockbox. Personal locks can be individually assigned or made available to each Authorized Employee as a general use application. 

[bookmark: _Toc334792185]10.0	Authorized Person List
Only persons identified on the job-Site Authorized Person List will be authorized to: 
· Apply lockout and tagout devices.
· Act as Safety Supervisor.
· Be an Authorized Employee capable of executing this procedure.

Only employees qualified and thoroughly familiar with the LOTO procedure will be permitted on the Job Site Authorized Employee List.

The Safety Department will furnish the Control Authority with a Job Site Authorized Employee List

The job site Authorized Employee List will be verified and updated as employees complete their annual training.
· Annual re-qualification training is required to remain on the Job Site Authorized Employee List.

Job site supervision may remove from the Job Site Authorized Employee List any person who is not familiar with or fails to comply with the LOTO program and shall notify the General Foreman of the person whose name is being removed.
· Any person removed from the Site Authorized Employee List will not be reinstated without retraining, re-qualification and approval from the Higher Authority. 

[bookmark: _Toc334792186]11.0 	Transferring of Control Authority
Control Authority authorization is continuous across all shifts. The LOTO procedure allows for the transfer of the active LOTO to another Control Authority by the nature of the responsibilities of the Control Authority described in this LOTO procedure. If work is not completed when the shift changes, the Control Authority going off shift will transfer the Control Authority key to the on coming Control Authority.

[bookmark: _Toc334792187]12.0		Energized Apparatus and LOTO
The following requirements are applicable to work on or near electrical apparatus that cannot be taken out of service.

[bookmark: _Toc334792188]12.1	Nature of Work 
Work under this section of the program refers to work on exposed live parts, or near enough to them where there is the potential of a hazardous proximity of personnel or equipment to voltages in excess of 600 volts. This work will be done only with the knowledge of the Equipment Owner in charge of the facility and the Control Authority.
· Person in charge of the facility and the Control Authority must approve specific work under this section of the LOTO program.
· Work under this section of the program that might involve contact or hazardous proximity of employees or equipment to voltages in excess of 600 volts will always require a Safety Supervisor.
· Qualified employees who work on or near exposed energized equipment must be familiar with the requirements of OSHA.

[bookmark: _Toc334792189]12.2	Application 
The Authorized Employee in charge of the work must make application to the Control Authority for work under this section of the program. The person in charge of the facility and the Control Authority must be in agreement that the work can be done without an undue hazard and will notify the Authorized Person that the work has been approved.  The names of the person in charge of the facility and the Control Authority will be recorded in the Reason for Lockout/Tagout section of the LOTO Permit.

[bookmark: _Toc334792190]12.3	Safety Supervision 
The Control Authority will appoint the Safety Supervisor or Supervisors and state clearly by number or name to each Safety Supervisor, the energy isolating devices which are to have lockout and tagout devices affixed and their position, and for whom these energy isolating devices are locked and tagged. The Safety Supervisor, where required, will participate in visual inspection and verification of energy isolating lockout and tagout device control before work begins. The Safety Supervisor will wear a bright colored vest while performing Safety Supervisor duties.

The duties of the Safety Supervisor are completed when the grounds have been removed, equipment is ready to be released to the facility and all Authorized Employees are signed off on the LOTO Permit.

[bookmark: _Toc334792191]12.4	Instruction to Employees/Pre-Job Briefings
The Control Authority/designee in charge of the work will perform a Pre-Job Briefing with all Authorized and Affected employees when work begins, changes in scope, or when additional employees are affected. The Control Authority/designee in charge is responsible for employees’ understanding that the work is in proximity of energized apparatus. The Control Authority/designee must state whatever special precautions are necessary for the safe conduct of the work, name the Safety Supervisor for this work when required, and advise the Authorized Employees and Affected employees when the work has been completed.
[bookmark: _Toc334792192]12.5	Leaving Work Area
If any person working under the observation of a Safety Supervisor needs to leave a work area, that person will notify the Safety Supervisor when leaving, and again when returning to the work area.

[bookmark: _Toc334792193]12.6	Minimum Approach Distances
Minimum approach distances for alternating and direct currents for qualified employees are provided in the Appendices of this procedure.

[bookmark: _Toc334792194]12.7	Completion of Work 
When work has been completed under this section of the rules, the Safety Supervisor must notify the person in charge of the facility and the Control Authority.

[bookmark: _Toc334792195]13.0 	Testing or Positioning of Equipment
[bookmark: _Toc334792196]13.1	Safety Precautions
· The apparatus must remain grounded at all times except when routine job- related testing is done under the lock out and tag out Procedure.
· When such tests are to be made, the Equipment Owner and the Control Authority will ascertain if other Authorized Employees are working on the same apparatus, and will conduct such tests only with the consent of such persons, and all Safety Supervisors. The Authorized Employee in coordination with the Equipment Owner and the Control Authority is responsible for the safe conduct of the test.
· Prior to the start of job-related testing, a decision will be made by the Control Authority, Authorized Employee and the Safety Supervisor on the test instrument(s), connections, and the test procedure to be followed. 
· When such tests are to be conducted by someone other than the Authorized Employee, that person will obtain permission from the Control Authority to work under the direct control of an Authorized Employee and the Safety Supervisor. 
· The Control Authority will stop all other work being conducted on or immediately adjacent to the apparatus being tested.


[bookmark: _Toc334792197]13.2	Safety Supervisor
An appointed Safety Supervisor is required when routine testing is being conducted under the lockout and tagout procedure.

[bookmark: _Toc334792198]13.3	Electrical Rubber Gloves
· Electrical Rubber Gloves must be used when handling test equipment while it is being connected or disconnected or while it is connected to ungrounded system apparatus. 
· Electrical Rubber Gloves need not be worn when operating test equipment that requires constant connection to system ground during all such testing.  However, the department supervisor must determine this fact, and that supervisor is responsible for assuring that a suitable notice is permanently attached to the specific item of test equipment. 
· The notice will state that Electrical Rubber Gloves are not needed during the operation of the test equipment. Notification of such exceptions will be sent to the Safety Department and should include trade name, manufacturer and model number of the test equipment.
 
EXCEPTIONS TO THE ELECTRICAL RUBBER GLOVE RULE SHALL NEVER APPLY WHEN TEST LEADS ARE BEING ATTACHED OR REMOVED.

[bookmark: _Toc334792199]13.4	Test Leads	
Test leads must be attached to the equipment BEFORE the grounding device is removed from the apparatus and, at the completion of the test, the grounding device will be reattached before the test lead is removed.

If the above procedure cannot be followed, an approved voltage-testing instrument will be used before either the test leads or grounding devices are installed. 

EXCEPTION - Qualified Authorized Employees are permitted to remove the ground clamp end for the purpose of making a test. Electrical rubber gloves must be used in removing and replacing the ground clamp. Permission from the Control Authority will be secured before making the test.
 
[bookmark: _Toc334792200]14.0	Locking Within Tagged Area
No additional LOTO or sectionalizing will be done within an area that has lockout and tagout devices affixed, except with the knowledge and consent of the Equipment Owner and the Control Authority, all persons for whom the equipment is locked and tagged, and all appointed Safety Supervisors. 

[bookmark: _Toc334792201]15.0	Auditing of program
An audit of the completed procedures for the year will be conducted by the safety department to insure the procedure is being followed and identify any areas of improvement need in the procedure. A record of the audit will be kept for three years and will include the date of the audit, the equipment audited, and employees involved. The person doing the audit cannot be involved in the LOTO process being audited.

[bookmark: _Toc334792202]16.0	TRAINING
Employees shall be trained to ensure that the purpose and function of the energy control program are understood and that the knowledge and skills required for the safe application, usage, and removal of the energy controls are acquired. The training shall include the following:
· [bookmark: 1910.147(c)(7)(i)(A)]Each authorized employee shall receive training in the recognition of applicable hazardous energy sources, the type and magnitude of the energy available in the workplace, and the methods and means necessary for energy isolation and control.
· [bookmark: 1910.147(c)(7)(i)(B)]Each affected employee shall be instructed in the purpose and use of the energy control procedure.
· [bookmark: 1910.147(c)(7)(i)(C)]All other employees whose work operations are or may be in an area where energy control procedures may be utilized, shall be instructed about the procedure, and about the prohibition relating to attempts to restart or reenergize machines or equipment which are locked out or tagged out.
· [bookmark: 1910.147(c)(7)(ii)]When tagout systems are used, employees shall also be trained in the following limitations of tags:
· [bookmark: 1910.147(c)(7)(ii)(A)]Tags are essentially warning devices affixed to energy isolating devices, and do not provide the physical restraint on those devices that is provided by a lock.
· [bookmark: 1910.147(c)(7)(ii)(B)]When a tag is attached to an energy isolating means, it is not to be removed without authorization of the authorized person responsible for it, and it is never to be bypassed, ignored, or otherwise defeated.
· [bookmark: 1910.147(c)(7)(ii)(C)]Tags must be legible and understandable by all authorized employees, affected employees, and all other employees whose work operations are or may be in the area, in order to be effective.
· [bookmark: 1910.147(c)(7)(ii)(D)]Tags and their means of attachment must be made of materials which will withstand the environmental conditions encountered in the workplace.
· [bookmark: 1910.147(c)(7)(ii)(E)]Tags may evoke a false sense of security, and their meaning needs to be understood as part of the overall energy control program.
· [bookmark: 1910.147(c)(7)(ii)(F)]Tags must be securely attached to energy isolating devices so that they cannot be inadvertently or accidentally detached during use.
· Some other form of energy isolation must be used when a tag only is affixed to the device such as removing a spool piece, disconnecting a lead, blanking or blinding, etc.
[bookmark: 1910.147(c)(7)(iii)]
[bookmark: 1910.147(c)(7)(iii)(A)][bookmark: 1910.147(c)(7)(iii)(B)]Retraining shall be provided for all authorized and affected employees whenever there is a change in their job assignments, a change in machines, equipment or processes that present a new hazard, or when there is a change in the energy control procedures.
Additional retraining shall also be conducted whenever a periodic inspection reveals, or whenever WW Gay has reason to believe, that there are deviations from or inadequacies in the employee's knowledge or use of the energy control procedures.
[bookmark: 1910.147(c)(7)(iii)(C)]
The retraining shall reestablish employee proficiency and introduce new or revised control methods and procedures, as necessary.

[bookmark: 1910.147(c)(7)(iv)]WW Gay shall certify that employee training has been accomplished and is being kept up to date. The certification shall contain each employee's name and dates of training.
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